MFASIS ACCOUNTING SYSTEM

SYSTEM INTRODUCTION

MENU PROCESSING

Using MFASIS

Signing On

Menus permit you to follow alogical path to master table inquiry screens or transaction
input screens. Once there, users may scan, modify, add and delete entries from master
tables and enter or correct transactions.

To use MFASIS via the menu system a user must have signed on to the system. The
MFASIS Startup Screen should now be displayed on your screen. This is the first in a
series of menu screens designed to lead the new MFASIS user to the Main Menu, from
which the user can utilize any of the system's applications. Other system access codes
will take you directly to the different areas of the MFASIS system without the aid of the
system's menus. However, these menu screens will enable you to learn how the MFASIS
system is organized and what options you have at every point. Once you become familiar
with MFASIS, it will be more efficient to use the other access codes.

MFASIS Startup Screen

ACTI ON: H SCREEN: AFS1 USERI D: ACAM

06/ 04/98 12:56:39 PM

MM MM  FFFFFFF  AAAAAA SSSSSS I III111] SSSSSS

MW MW FF AA AA SS SS Il SS SS

MMWM MVWM  FF AA AA SS I SS

MM MMM MM FFFFF AAAAAAAA SSSS Il SSSS

MWMm M MM FF AA AA SS Il SS

MM MM  FF AA AA SS SS I SS SS

MM MM FF AA AA SSSSSS  III1I1111TI SSSSSS
AAAAA CCCCC (CCCCC (O000O WU WU NN NN TTTTTTTT IIIT1TT NN NN GGGGEG
AA AA CCC CcC OO OOW UUNNN NN TT Il NNN NN GG
AAAAAAA CC CcC OO OOW UUNNN NN TT Il NN N NN GG GGGG
AA AA CC CcC OO OOW UUNN NNN TT I NN NNNGE GG
AA AA CCC CcC OO OO W UUNN NNN TT Il NN NNN GG GG
AA AA CCCCC CCCCC 00000 UUUUU NN NN TT T NN NN GGGGG

ADVANTAGE FI NANCI AL RELEASE 2.0

PLEASE ENTER YOUR USERI D ABOVE TO BEG N.
TYPE AN X NEXT TO THE OPTI ON YOU W SH TO PERFORM
() MAIN - MAIN MENU
() GVBS - GENERAL MESSAGES
() AVBS - AGENCY MESSAGES
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Commands for Leafing Through Menus

At the top of every menu screen there are three fields. The ACTION field is used for
single character commands that communicate to the system which type of action the user
wishes the system to perform. When a menu screen appears on the screen, the ACTION
field will contain H. With H present, pressing the <Enter> key will provide the user with
helpful information about the portion of the system the user is currently in. When
choosing menu options H is left as it appears in the ACTION field. The SCREEN field
contains the four character name of the current menu screen. For menu operations, no
change is made in this field. The USERID field contains the information entered on the
MFASIS Sign-on Screen.

There are two different MTI commands which you can use to move within menus. Each
of these is described below.

Select In order to select the next menu screen, simply enter any a phanumeric character
next to the menu choice you desire and press the <Enter> key.

Back The back command displays the menu screen previous to the current menu
screen. This command is useful when the user desires to return to the parent
menu screen after performing some action at a lower menu screen. To use this
command, enter B in the ACTION field, and then press the <Enter> key. MTI
will retrieve the previous screen and display it. You may now choose a menu
item or follow the chain further back by using the back command again.

Discussion of MFASIS Menu Options

The MFASIS Startup Screen is the starting point of the MFASIS menu system. The
menus are organized in a hierarchical structure which branches out from the Startup
Screen to successively lower level menu screens.

When the MFASIS Startup Screen first appears, you have the option of going directly to
the Main Menu or reading Genera Messages and your Agency Messages. You will be
taken to your choice by simply typing an X next to the desired option and pressing the
<Enter> key.

General Messages

If you choose the General Messages option, you will see the General Messages screen
shown below. This screen will contain messages that pertain to MFASIS users such as
scheduled down time, new procedures and other useful information. Y ou should always
read these messages to be aware of changes in the system. Note that the messages are
displayed in ascending date sequence and are keyed by screen number. Thus, you may
specify a specific date and review al messages for that day, or you may retrieve a
specific message by its number. The back command will return the user to the MFASIS
Startup Screen.
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General Messages Screen

ACTI ON: R SCREEN: GVSS USERI D:  ACAM 08/04/98 01:18:27 PM

ADVANTAGE FI NANCI AL
RELEASE 2 0

GENERAL MESSAGES
(ACTION = B TO RETURN)

DATE: 98 / 07 / 14 SCREEN NO 02

VWHEN PAYI NG A NEW YEAR PV FOR A CHARCE WHI CH ORI G NATED | N THE OLD YEAR,
PUT THE "A" IN THE ACCRUAL I ND FIELD, NOT IN THE FA IND FI ELD. TH S CHANGE
I S NECESSARY BECAUSE OF THE NEW FI XED ASSET SYSTEM WHI CH USES THE FA | ND

FI ELD FOR A DI FFERENT PURPCSE.

Agency Messages

The third option pertains to Agency specific messages. You may choose this option by
typing an X next to Agency Messages and pressing the <Enter> key. The Agency
Messages Screen will then be displayed. Note that the messages are displayed in
ascending date sequence and are keyed by screen number. Thus, you may specify a
specific date and review all messages for that day, or you may retrieve a specific message
by its number.

Agency messages should be reviewed daily for any information that may affect your use
of the system.

Agency Messages Screen

ACTI ON: S SCREEN: AMSS USERI D ACAM 08/04/98 01:26:05 PM

ADVANTAGE FI NANCI AL
RELEASE 2 0

AGENCY MESSAGES
(ACTION = B TO RETURN)

DATE: 98 / 07 / 12 AGENCY: 18F SCREEN NO 01

VWHEN REVI EW NG A NEW YEAR PV FOR A CHARGE VH CH ORI G NATED IN THE OLD YEAR,
BE SURE THE "A" IS IN THE ACCRUAL IND FI ELD, NOT IN THE FA IND FIELD. TH'S
I S NECESSARY BECAUSE OF THE NEW FI XED ASSET SYSTEM WHI CH USES THE FA | ND

FI ELD FOR A DI FFERENT PURPCSE.
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Main Menu

The first option on the Startup Screen is Main Menu. When you type an X next to this
option and press <Enter>, you will see the Main Menu Screen as shown below. At this
point you have five options:

Transaction Types

Online Inquiry Categories

Reference Data Maintenance / Inquiry
Online Print Requests

User Assistance (Help)

growdhE

Each of these optionsis explained separately in the following sections.

Main Menu Screen

ACTION: L SCREEN: MAIN USERI D: ACAM 08/ 04/98 01:56:20 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

TRANSACTI ON TYPES

ONLI NE | NQUI RY CATEGORI ES
REF DATA NMAI NTENANCE/ | NQUI RY
ONLI NE PRI NT REQUESTS

HELP - USER ASSI STANCE

NN AN AN AN AN A A

USE LEAF (L) ACTION WTH MENU CHO CES

Transaction Types

You should choose the Transaction Types option when you wish to enter a transaction
(e.g., payment voucher, cash receipt). If you choose this option, the Transaction Types
Screen, shown below, will be displayed. This screen gives you the choice of several
categories of transaction documents available in MFASIS. Each category when chosen
will lead to another menu screen for that category from which the user can choose the
particular transaction type that is desired. For example if you were to choose Purchasing
Transactions from the Transaction Types menu the Purchasing Transactions menu screen,
shown below after the Transaction Types menu, would be displayed.
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Transaction Types Screen

ACTION: L SCREEN: DOCU USERI D: ACAM 08/04/98 02:01: 06 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

GENERAL ACCTG TRANSACTI ONS
BUDGCETI NG TRANSACTI ONS

PERFORVANCE MEASUREMENT
GRANTS MANAGEMENT

PURCHASI NG TRANSACTI ONS JOB COSTI NG

EXPENDI TURE TRANSACTI ONS FI XED ASSETS

REVENUE TRANSACTI ONS I NVESTMVENT MANAGEMENT
FLEXI BLE PLANNI NG TRANSACTI ONS I NVENTORY

EXTENDED PURCHASI NG
BUDGET PREP TRANSACTI ONS
FLEET MGMT | NQ' TRANS
FEDERAL Al D MANAGEMENT

WORK ORDER TRANSACTI ONS
PRQJ MANAGEMENT TRANSACTI ONS
ADVANCED RECEI VABLES

NN AN AN A~
— N N N N N e
el e e
— e

USE LEAF (L) ACTION WTH MENU CHO CES

Purchasing Transactions Screen

ACTION: L SCREEN: PUTR USERI D: ACAM 08/04/98 02:03:17 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

REQUI SI TI ON
PURCHASE ORDER

AN AN AN AN AN AN A

)
)
)
)
)
)
)
)
)
)

USE LEAF (L) ACTION WTH MENU CHO CES

After choosing from atransaction list you will be taken directly into the transaction input
form.
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Online Inquiries

You should choose the Online Inquiry Categories option from the Main Menu Screen
when you want to view the system-maintained application tables. System-maintained
tables are master tables that are updated by MFASIS transactions and are only for user
inquiry. If you choose this option, the Online Inquiry Categories Screen, shown below,
will be displayed. By choosing one of the inquiry categories, you will be taken either to
another menu screen or to a final menu screen which details the specific inquiries
available under the chosen category. Ultimately you will be taken to a final menu screen
where you can choose the desired inquiry and the system will display the specific
application table selected.

Online Inquiry Categories Screen

ACTI ON: L SCREEN: | NQY USERI D: ACAM 08/04/98 02:28:18 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

ONLI NE | NQUI RI ES SCREEN - 2
FEDERAL Al D | NQUI RI ES

PERF MEASUREMENT | NQUI Rl ES
JOB COST ACCOUNTI NG | NQUI RI ES
FI XED ASSETS | NQUI RI ES

I NVESTMENTS

I NVENTORY

ADVANCED BUDGET PREPARATI ON
WORK ORDER | NQUI RI ES

FI NANCI AL | NFORVATI ON SYSTEM

GENERAL ACCOUNTI NG | NQUI RI ES
BUDGET VS. ACTUAL | NQUI RI ES
BUDGET PREPARATI ON | NQUI RI ES
OPEN | TEMS ACCOUNTI NG | NQ
COST ALLOCATI ON

EXTENDED PURCHASI NG

REPORT CONTROL SYSTEM

VENDOR HI ST/ DOCUMENT TRACKI NG
ADVANCED RECEI VABLES | NQUI RI ES
PROQIECT | NQUI RI ES

NN AN AN AN AN A A~
N N N e N N N
NN AN AN AN AN AN A~

USE LEAF (L) ACTION WTH MENU CHO CES

Reference Data

You should choose the Reference Data Maintenance / Inquiry option from the Main
Menu Screen when you want to view or update user-maintained master reference tables.
These are the tables that MFASIS uses to validate and infer system options and control
parameters. As such, they must be kept up to date with regular maintenance.

Choosing this option will lead to the Reference Data Maintenance / Inquiry Screen shown
below. Like the Online Inquiry Categories Screen, the Reference Data Maintenance
Inquiry Screen displays categories of reference tables. Each of these categories has an
associated menu screen which lists al the reference tables in that chosen category. When
you select a specific category, the system will display the chosen menu. Ultimately you
will be taken to afinal menu screen where you can choose the desired reference table and
the system will display the specific application table selected. Y ou may then perform any
master table maintenance actions as needed.
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Reference Data Maintenance / Inquiry Screen

ACTI ON: L SCREEN: REFE USERI D: ACAM 08/04/98 02:32:37 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

) CHART OF ACCTS REF DATA MNAI NT
) GRANT/ PROJECT TABLES
) VEND AND COMMODI TY | NFORVATI ON
) ORGN STRUCTURE REF DATA MAI NT
) REPORTER TABLES
) CONTROL REF DATA MAI NTENANCE
) CORE TABLES

) WORK ORDER REFERENCE DATA

) FLEET MANAGEMENT REF DATA

)

USE LEAF (L) ACTION WTH MENU CHO CES

Online Print

Thisoption is currently not used in the State of Maine.

User Assistance (HELP)

Y ou should choose this option from the Main Menu when you need information about the
use of specific screens in MFASIS. The Help Fecility is designed to give you an
introduction to MFASIS and basic instruction before you actually choose any other
options on the Main Menu. It is recommended that you scan through the Help Facility
before using the system.

The Help Facility may also be accessed by typing H in the ACTION field on any master
table screen or transaction input form. The system will then access the Help Facility and
display information about the current screen. An example of an MFASIS Help Screen is
shown below.
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Help Screen
ACTI ON: R SCREEN: HELP USERI D: ACAM 08/ 04/ 98 02:43:27 PM
FOR THE | NDEX OF TH S CATEGORY : FOR THE CGENERAL | NDEX
HELP
CATEGORY: SCREENS TOPIC. PV

00000005 Payment Voucher (PV )

00000010

00000015 The Paynent Voucher (PV) authorizes the spending of nobney. You
00000020 can use it to pay an outside vendor or to transfer noney within
00000025 your entity.

00000030

00000035 Date of Record: Default is the date the docunent is accepted.
00000040 Enter the date (mmdd yy) that you want to associate with these
00000045 docunents, usually the current date. You cannot enter a future
00000050 date.

00000055

00000060  Accounting Period: Default is inferred fromDate of Record. If
00000065 you want these transactions recorded in anot her accounting
00000070 period, enter the desired open period, using fiscal nonth and
00000075 fiscal year. You cannot enter future periods.
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Sample MFASIS Session

The following example illustrates the ease with which menu processing allows the new
user to work with MFASIS. In the example we will use the menu system to perform an
inquiry on Open Purchase Order Line (OPOL) and then enter a Purchase Order (PO)
transaction to modify that entry. Through the example, you will become familiar with the
concepts of using menu screens to make a table inquiry, following the chain of menus
backwards, using menu screens to enter a document, and accessing the help facility from
amaster table.

Our example is comprised of the following steps as listed below. They will take the user
from the Main Menu to Open Purchase Order Line and back to the Main Menu, accessing
the help facility along the way. After returning to the Main Menu the example will
proceed to the Purchase Order transaction input form and finally back to the Main Menu.
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Step 1

At the MFASIS Sign-on Screen select option 1 (MTI), input your User 1D and password.
Press <Enter>.

MFASIS Sign-on Screen

MM MM  FFFFFFF  AAAAAA SSSSSS I III111] SSSSSS
MW MW FF AA AA SS S I SS S
MM MMM FFFFF AAAAAAAA  SS Il SS
M MM M FF AA AA SSS Il SSS
M M M FF AA AA S SS Il S SS
M M FF AA AA SSSSSS  III11111 SSSSSS
AAAAA  CCCCC (CCCCC (O000O WU WU NN NN TTTTTTTT IIIT1T NN NN GGGGG
AA AA CCC CcC OO OO W UUNNN NN TT I NNN NN GG
AAAAAAA CC CcC OO OOW UWUNNN NN TT Il NN N NN GG GGGG
AA AA CC CcC OO OOW UUNN NNN TT I NN NNNGE GG
AA AA CCC CcC OO OO W UUNN NNN TT I NN NNN GG GG
AA AA CCCCC CCCCC 00000 UUUUU NN NN TT T NN NN GGGGG
ADVANTAGE FI NANCI AL RELEASE 2.0
1. Ml
2. DDM X EXT
COWAND: 1
USERI D: ACAMSACT PASSWORD:

NEW PASSVORD:

VERI FI CATI ON:
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Step 2

At the MFASIS Startup Screen select the Main Menu. Press <Enter>.

MFASIS Startup Screen

ACTI ON: H SCREEN: AFS1 USERI D: ACAM

06/ 04/98 12:56:39 PM

MM MM  FFFFFFF  AAAAAA SSSSSS I III111] SSSSSS

MW MW FF AA AA SS SS Il SS SS

MMWM MVW  FF AA AA SS I SS

MM MMM MM FFFFF AAAAAAAA SSSS Il SSSS

MW™Mm M MM FF AA AA SS Il SS

MM MM  FF AA AA SS SS I SS SS

MM MM FF AA AA SSSSSS  IIIT1111 SSSSSS
AAAAA CCCCC (CCCCC (00000 WU WU NN NN TTTTTTTT IIIT1TT NN NN GGGGG
AA AA CCC CcC OO OO W UUNNN NN TT I NNN NN GG
AAAAAAA CC CcC OO OOW UUNNN NN TT Il NN N NN GG GGGG
AA AA CC CcC OO OCOW UWUNN NNN TT I NN NNNGE GG
AA AA CCC CcC OO OO W UUNN NNN TT Il NN NNN GG GG
AA AA CCCCC CCCCC 00000 UUUUU NN NN TT T NN NN GGGGG

ADVANTAGE FI NANCI AL RELEASE 2.0

PLEASE ENTER YOUR USERI D ABOVE TO BEQ N.

TYPE AN X NEXT TO THE OPTI ON YOU W SH TO PERFORM

( X) MAN- MAIN MENU
( ) GVBS - GENERAL MESSAGES
() AVBS - AGENCY MESSAGES
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Step 3
On the Main Menu Screen select Online Inquiry Categories and press <Enter>.
Main Menu Screen
ACTI ON: L SCREEN: MAIN USERI D: ACAM 08/ 04/ 98 01:56:20 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

TRANSACTI ON TYPES

ONLI NE | NQUI RY CATEGORI ES
REF DATA NMAI NTENANCE/ | NQUI RY
ONLI NE PRI NT REQUESTS

HELP - USER ASSI STANCE

x

NN AN AN AN AN A A A~

USE LEAF (L) ACTION WTH MENU CHO CES
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Step 4
Next select the category Open Items Accounting Inquiries. Press <Enter>.
Online Inquiry Categories Screen
ACTI ON: L SCREEN: | NQY USERI D: ACAM 08/04/98 03:09: 00 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

ONLI NE | NQUI RI ES SCREEN - 2
FEDERAL Al D | NQUI RI ES

PERF MEASUREMENT | NQUI Rl ES
JOB COST ACCQUNTI NG | NQUI RI ES
FI XED ASSETS | NQUI RI ES

| NVESTMENTS

| NVENTORY

ADVANCED BUDGET PREPARATI ON
WORK ORDER | NQUI RI ES

FI NANCI AL | NFORVATI ON SYSTEM

GENERAL ACCOUNTI NG | NQUI RI ES
BUDGET VS. ACTUAL | NQUI RI ES
BUDGET PREPARATI ON | NQUI Rl ES
OPEN | TEMS ACCOUNTI NG | NQ
COST ALLOCATI ON

EXTENDED PURCHASI NG

REPORT CONTROL SYSTEM

VENDOR HI ST/ DOCUMENT TRACKI NG
ADVANCED RECEI VABLES | NQUI RI ES
PROQIECT | NQUI RI ES

e T L T L T e L L
N N e N N N N

USE LEAF (L) ACTION WTH MENU CHO CES
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Step 5

From the list of Open Items Accounting Inquiries select OPOL - Open PO Line Inquiry

and press <Enter>.

Open Items Accounting Inquiries Screen

ACTI ON: L SCREEN: OPEN USERI D: ACAM

08/ 04/98 03:01:37 PM

NN AN AN AN A AN A~

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

OPEN | TEMS ACCOUNT | NQ 2

OPCH -
OPCD -
OPVH -
POTX -
O NH -
PAYD -
VWREC -
WBUM -
I NTX -

OPEN PO HEADER | NQ
OPEN PO BY DOC I D I NQ
OPEN PV HEADER | NQUI RY
PURCHASE ORDER TEXT
OPEN | NVO CE HEADER | NQ
PAYMENT DETAIL 1 NQUI RY
WARRANT RECONCI LI ATI ON
WARRANT SUMVARY | NQUI RY
I N\VO CE TEXT TABLE

NN AN AN AN AN~

N e N N N

OPEN REQUI SI TI ON | NQ
OPEN PO LI NE | NQ

PRI NTED PURCHASE ORDER
OPEN PV BY VENDOR NAVE
OPEN PV BY DOC I D I NQ
OPEN PV LI NE | NQUI RY

OPEN | NVA CE LI NE | NQ
PRI NTED | NvO CE TABLE
OPEN | NvO WRI TE OFF

CE
OPEN | NVO CE/ PROVI DER

USE LEAF (L) ACTION WTH MENU CHO CES

Accounting Manual

[-31

Introduction




MFASIS ACCOUNTING SYSTEM

SYSTEM INTRODUCTION

Step 6
Thefirst entry in Open Purchase Order Line (OPOL) is displayed. To obtain help, type H
inthe ACTION field and press <Enter>.
Open Purchase Order Line Table
ACTI ON: H SCREEN. OPQOL USERI D. ACAM 08/ 04/98 03:16:01 PM
OPEN PURCHASE ORDER LI NE | NQUI RY
VENDOR= EHANNA0239 PO NUVBER= 10A N9980604016 LI NE NO= 01
FUND: 013 AGENCY: 10A ORGE SUB- ORG 2556
APPR UNI T: 032 ACTI VI TY: FUNCTI ON:
OBJ/ SUB- OBJ: 4936 REPT CAT: JOB NUMBER:
PRQIECT:
LI NE AMT: 2, 880. 00 | NTERNAL REF FUND/ AGCY: /
CLOSED AM: 0. 00 LAST REF TRANS NO
EXPENDED AM: 0. 00 LAST REF TRANS DATE:
QUTSTANDI NG AM: 2, 880. 00 TEXT | ND:
DESCRI PTI ON:
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Step 7
The following isthefirst in a series of Help Screens for the OPOL screen. Continue to
press <Enter> to view the remainder of the series. When done, type B (back) in the
ACTION field and press <Enter>.
HELP Screen for OPOL
ACTI ON: B SCREEN: HELP USERI D: ACAM 08/ 04/98 03:29:46 PM
FOR THE | NDEX OF TH S CATEGCORY : FOR THE GENERAL | NDEX
HELP
CATEGORY: SCREENS TOPI C:. OPOL
00000005 Open Purchase Order Line Inquiry (OPQL)
00000010
00000015 Open Purchase Order Line Inquiry (OPOL) contains details about
00000020 purchase order |ines. Most of the information cones fromthe |line
00000025 | evel of the purchase order docunment. In addition, the anount
00000030 cl osed and the anmount renmini ng outstanding are included for each
00000035 | ne.
00000040 This wi ndow i s organi zed by vendor code, so that all purchase
00000045 orders for a particular vendor is accessed sequentially fromthe
00000050 table. Entries are added when new purchase order |lines are
00000055 accepted by the financial system and entries are changed when
00000060 nodi fi cati ons are accepted on purchase order |ines. Severa
00000065 fields are updated when paynent vouchers or manual warrants that
00000070 reference the purchase order |ine are accepted. Lines are cl osed
00000075 when the total of all referencing paynent vouchers and nmanua
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Step 8
Type S (scan) inthe ACTION field and input the key fields for the desired table entry.
Press <Enter> to view the chosen entry.
Open Purchase Order Line Table
ACTI ON: S SCREEN: OPCL USERI D: ACAM 08/04/98 03:34:03 PM
OPEN PURCHASE ORDER LI NE | NQUI RY
VENDOR= E010021545 PO NUMBER= 10A NG1097083 LI NE NO= 01
FUND: 010 AGENCY: 10A ORG SUB- ORG: 4482
APPR UNI T: 012 ACTI VI TY: FUNCTI ON:
OBJ/ SUB- OBJ: 6401 REPT CAT: JOB NUMBER:
PRQIECT:
LI NE AMT: 11, 420. 00 | NTERNAL REF FUND/ AGCY: /
CLOSED AM: 4,135. 00 LAST REF TRANS NO PV10A81LL430
EXPENDED AMT: 4,135. 00 LAST REF TRANS DATE: 08 03 98
QUTSTANDI NG AMT: 7, 285. 00 TEXT | ND:
DESCRI PTI ON:
Step 9

Type B (back) inthe ACTION field and press <Enter> to return to the Open Items
Accounting Inquiries Menu. Continue to type B in the ACTION field and press <Enter>
until you return to the Main Menu.
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Step 10
On the Main Menu select Transaction Types and press <Enter>.
Main Menu Screen
ACTI ON: L SCREEN: MAIN USERI D: ACAM 08/ 04/ 98 01:56:20 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

x

NN AN AN AN AN A A
— N N e

TRANSACTI ON TYPES

ONLI NE | NQUI RY CATEGORI ES
REF DATA NMAI NTENANCE/ | NQUI RY
ONLI NE PRI NT REQUESTS

HELP - USER ASSI STANCE

USE LEAF (L) ACTION WTH MENU CHO CES
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Step 11
Select the category for Purchasing Transactions and press <Enter>.
Transaction Types Screen
ACTI ON: L SCREEN: DOCU USERI D: ACAM 08/ 04/ 98 07:46:16 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

GENERAL ACCTG TRANSACTI ONS
BUDGETI NG TRANSACTI ONS

PERFORVANCE MEASUREMENT
GRANTS MANAGEMENT

X ) PURCHASI NG TRANSACTI ONS JOB COSTI NG
EXPENDI TURE TRANSACTI ONS FI XED ASSETS
REVENUE TRANSACTI ONS I N\VESTMENT MANAGEMENT
FLEXI BLE PLANNI NG TRANSACTI ONS I NVENTORY

EXTENDED PURCHASI NG
BUDGET PREP TRANSACTI ONS
FLEET MAMT | NQ' TRANS
FEDERAL Al D MANAGEMENT

WORK ORDER TRANSACTI ONS
PRQJ MANAGEMENT TRANSACTI ONS
ADVANCED RECEI VABLES

NN AN AN A A S S
— e N
il e T e
— e N

USE LEAF (L) ACTION WTH MENU CHO CES
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Step 12
Select the Purchase Order transaction and press <Enter>.
Purchasing Transactions Screen
ACTI ON: L SCREEN: PUTR USERI D: ACAM 08/ 04/98 07:48:12 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

) REQUI SI TI ON
X ) PURCHASE ORDER

NN AN AN AN AN A~ A~
— N

USE LEAF (L) ACTION WTH MENU CHO CES
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Step 13
Y ou are presented with a blank Purchase Order Input Form. Notice the value NEW in
the FUNCTION field and the value PO in the transaction code portion of the DOCID
field. Also notice the message at the bottom of the screen directing you to enter the
document identifier and then to press the enter key. At this point you will enter the
appropriate document identification information at the top of the screen and press
<Enter>.
Purchase Order Input Form
FUNCTI ON:  NEW DOCI D: PO 08/ 04/98 07:50: 32 PM
STATUS: BATI D: ORG 000- 000 OF 000
H PURCHASE ORDER | NPUT FORM
PO DATE: ACCTG PRD: BUDGET FY:
ACTI ON: ORDER TYPE: COMMVENTS:
VENDOR: NANE:
I NT | ND: SELLER FUND: SELLER ACGENCY:
CALCULATED DOC TOTAL: DOC TOTAL:
LN REF RQ JOB
NO NUVBER FUND AGCY ORG SUB APPR UNI T ACTV FUNC OBJ/ SUB NUMBER
TEXT RPT CAT UNITS DESCRI PTI ON AMOUNT 1/D
01-
02-
03-

A- - *HD37- TYPE BATI DY DOCI D & PRESS ENTER
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Step 14
Enter the specific PO transaction information. Type S inthe FUNCTION field to
schedule the transaction for offline processing. Press <Enter>. You should refer to the
Transaction Processing section of this manual for a discussion of the possible actions.
Purchase Order Input Form
FUNCTION: S DOCID: PO 02A SAMPLE-0001 08/ 04/98 07:50: 32 PM
STATUS: BATI D: ORG 000- 000 COF 000
H PURCHASE ORDER | NPUT FORM
PO DATE: ACCTG PRD: BUDGET FY:
ACTION: E ORDER TYPE: COMMVENTS:
VENDOR: S007441396 NAVE: DAVI D H BLAKE
I NT | ND: SELLER FUND: SELLER ACGENCY:
CALCULATED DOC TOTAL: DOC TOTAL: 2, 059. 00
LN REF RQ JOB
NO NUVBER FUND AGCY ORG SUB APPR UNI T ACTV FUNC OBJ/ SUB NUMBER
TEXT RPT CAT UNITS DESCRI PTI ON AMOUNT 1/D
01- 01 02A PRO00170655 014 02A 4320 012 4929
2, 059. 00
02-
03-
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Step 15
Two messages are now displayed at the bottom of the screen. The message on the left
confirms that the data entered onto the form has been saved. The message on the right
confirms that the document has been scheduled for offline processing.
Type E inthe FUNCTION field and press <Enter> to return to the Purchasing
Transactions Menu.
Purchase Order Input Form
FUNCTI ON: E DOCID: PO 02A SAMPLE-0001 08/ 04/98 08: 07: 42 PM
STATUS: SCHED BATI D: ORG 001-001 CF 001
H PURCHASE ORDER | NPUT FORM
PO DATE: ACCTG PRD: BUDGET FY:
ACTI ON: ORDER TYPE: COMMVENTS:
VENDOR: S007441396 NAVE: DAVI D H BLAKE
I NT | ND: SELLER FUND: SELLER ACGENCY:
CALCULATED DOC TOTAL: DOC TOTAL: 2, 059. 00
LN REF RQ JOB
NO NUVBER FUND AGCY ORG SUB APPR UNI T ACTV FUNC OBJ/ SUB NUMBER
TEXT RPT CAT UNITS DESCRI PTI ON AMOUNT 1/D
01- 01 02A PRO00170655 014 02A 4320 012 4929
2, 059. 00
02-
03-
A- - * HS25- BATCH DOCUMENT SAVED A- - *HS36- DOCUMENT SCHEDULED FOR OFFLI NE
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Step 16
Type B inthe ACTION field and press <Enter> to return to the Transaction Types
Menu. Continueto type B inthe ACTION field and press <Enter> until you return to
the MFASIS Startup Screen.
Purchasing Transactions Screen
ACTI ON: B SCREEN: PUTR USERI D: ACAM 08/ 04/98 07:48:12 PM

SELECT DESI RED SCREEN BY ENTERI NG ANY NON- BLANK CHARACTER

REQUI SI TI ON
PURCHASE ORDER

NN AN AN AN AN A~ A~

)
)
)
)
)
)
)
)
)
)

USE LEAF (L) ACTION WTH MENU CHO CES
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Step 17

Upon returning to the MFASIS Startup Screen, type an E (end) in the ACTION field and

press <Enter> to return to the MFASIS Sign-on Screen.

MFASIS Startup Screen

ACTI ON: E SCREEN: AFS1 USERI D: ACAM

06/ 04/98 12:56:39 PM

MM MM  FFFFFFF  AAAAAA SSSSSS I IIII111 SSSSSS

MW MW FF AA AA SS SS I SS SS

MMWM MVWM  FF AA AA SS Il SS

MM MMM MM FFFFF AAAAAAAA SSSS Il SSSS

MWMm M MM FF AA AA SS Il SS

MM MM FF AA AA SS SS I SS SS

MM MM FF AA AA SSSSSS  IIIT1111 SSSSSS
AAAAA CCCCC (CCCCC (O000O WU WU NN NN TTTTTTTT IIIT1TT NN NN GGGGG
AA AA CCC CcC OO OO W UUNNN NN TT I NNN NN GG
AAAAAAA CC CcC OO OOW UUNNN NN TT Il NN N NN GG GGGG
AA AA CC CcC OO OOW UUNN NNN TT I NN NNNGE GG
AA AA CCC CcC OO OO W UUNN NNN TT Il NN NNN GG GG
AA AA CCCCC CCCCC 00000 UUUUU NN NN TT T NN NN GGGGG

ADVANTAGE FI NANCI AL RELEASE 2.0

PLEASE ENTER YOUR USERI D ABOVE TO BEQ N.
TYPE AN X NEXT TO THE OPTI ON YOU W SH TO PERFORM

() MAIN -
() GVBS - GENERAL MESSAGES
() AVBS - AGENCY MESSAGES

MAI N MENU

Accounting Manual [-42

Introduction




MFASIS ACCOUNTING SYSTEM

SYSTEM INTRODUCTION

Step 18

Upon returning to the MFASIS Sign-on Screen, type an X (exit) in the COMMAND
field and press <Enter> to bring the session to an end.

MFASIS Sign-on Screen

MM MM  FFFFFFF  AAAAAA SSSSSS I III111] SSSSSS
MW MW FF AA AA SS S I SS S
MM MMM FFFFF AAAAAAAA  SS Il SS
M MM M FF AA AA SSS I SSS
M M M FF AA AA S SS Il S SS
M M FF AA AA SSSSSS I II11111 SSSSSS
AAAAA CCCCC (CCCCC (00000 WU WU NN NN TTTTTTTT IIIT1T NN NN GGGGEG
AA AA CCC CcC OO OO W UUNNN NN TT Il NNN NN GG
AAAAAAA CC CcC OO OOW UUNNN NN TT Il NN N NN GG GGGG
AA AA CC CcC OO OOW UUNN NNN TT I NN NNNGE GG
AA AA CCC CcC OO OO W UUNN NNN TT Il NN NNN GG GG
AA AA CCCCC CCCCC 00000 UUUUU NN NN TT T NN NN GGGGG
ADVANTAGE FI NANCI AL RELEASE 2.0
1. Ml
2. DDM X EXT
COWAND: X
USERI D: ACAMBACT PASSWORD:

NEW PASSVORD:

VERI FI CATI ON:

Accounting Manual

[-43

Introduction




